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Here is a shorthand system especially de- 
Signed for you... whether you are a stu- 
dent or businessman, nurse or Secretary... 
this system guarantees to cut writing time 
in note taking at lectures, conferences, in 
writing letters, themes, articles or books, 


Yet it can be learned in only two hours! 


Two Hour Shorthand 
can be learned in such a short time because: 


1. It does not insist on any new or strange sym- 
bols, 


2. Itdoes not require you to change your present 
method of writing. 


3. It does not require special stenographer’s 
notebooks or lined paper. 


4. It does not require you to unlearn what you 
already know. 


9. It makes full use of what you already know. 


6. It callsfor an absolute minimum of memoriz- 
ing and almost no practice or drill. 


7. It is based entirely on common sense, 


8, It lists the 50 most used words in the English 
language which constitute one-half of every- 
thing written, and provides you with a short 
form for each of them. 


9. It is so simple, a child can master it --- so 
sensible, practically anyone can read your 
notes and understand them even though he has 
not studied this system. 


2 Hour Shorthand is based on the alphabet. 
Alphabet shorthand systems are many centuries 
old. They are the easiest to learn. 


With 2 Hour Shorthand, it will be possible for 
you to attain a writing speed that is more than 
twice as fast as your present rate almost im- 
mediately. ...with only a few hours of practice, 
a minimum of learning and no memorizing. As 
you use 2 Hour Shorthand, greater and greater 
speeds will develop. 


This speed-up of your writing is more than 
adequate for most of your needs, yet will allow 
you to take notes at lectures, meetings, etc., 
comfortably, with the assurance that you will get 
it all, And you know how laborious and incom- 
plete such notes can be in longhand. 


This new speed will shorten your letter- 
composing time. Since ideas usually race ahead 
of your pen, they often get lost. Here, 2 Hour 
Shorthand, lets you close the gap. In this respect, 
it iS extremely important to writers, students 
and businessmen, 


No shorthand system is perfect. A system 
that attempts to cover every contingency requires 


| WHAT YOU WILL LEARD |> 


You will learn 10 basic rulesfor shortening 
words. It is not even necessary to memorize 
these rules. ...only to become familiar with 
them. Since they are based on common sense, 
once you are familiar withthem, you will remem- 
ber them naturally, and without effort. 


If you were to shorten each word in a 200 
word composition (little more than half a type- 
written paye), you would save yourself the time 
and trouble of writing an averave of 236 letters-- 
the entire alphabet NINE times! We expect you 
to do far better than that. In addition... 


months of intensive study and drill to master the 
memorizing of huge amounts of strange symbols 
and often confusing brief forms, and considerable 
drill in penmanship, as the slightest variation in 
forming a letter or symbol results in an entirely 
different word. 


Such variations slow up your transcription 
speed and often change the meaning of dictated 
material, as anyone who has dictated to new 
stenographers Can attest. 


Moreover, such a system, if not constantly 
used, is quickly forgotten. Continual review is 
necessary to maintain your vocabulary. And even 
when constantly used, you lose your speed if the 
dictation is not given at consistent levels, and 
eventually need a brush-up course to regain it. 


We have outlined a sensible, workable short- 
hand system, a system that can be learned in 
about two hours with a minimum of effort and al- 
most no memory work, yet one that will not be 
easily foryotten. 


The objective of 2 Hour Shorthandis personal 
convenience, and its flexibility ts its yreatest 
strength. 

DONWELL TItTaAly CENTRE 
REC. LISRAR 
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You will become familiar with 10 words that 
constitute one-fourth of all written English. If 
you learn a short form for each of these words 
alone, you will save writing time on 25 of prac- 
tically everything you write. 


You will learn about 50 high-frequency words 
which make up about one-half of all written ma- 
terial. This listalone will double, possibly triple, 
your writing speed on everything you write. 


Finally, you will be given a list of the 150 
most used words in the Enjlish language with a 
sugsested short form for each. 
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How to learn 2 Hour Shorthand QUICKLY 


Read the entire book through before start- 
ing any drills. This will give you the idea 
we are after. After you have studied 
Rule I and feel that you are quite familiar 
with the words, put on the record to the 
band that corresponds to Rule I. Have 
paper and pencil ready. The instructor 
will dictate to you the words used in Rule! 
at 30 WPM. If on checking with the man- 
ual you have found no mistakes start Rule 


Il. If there are mistakes repeat the band 
over again. Follow this system through- 
out the course. 


Side two of the record will contain letters 
dictated at 30 and 40 WPM. You will have 
to use some of your own symbols. Take 
down the letters one at a time. Tran- 
scribe them and then play the record again 
to check for mistakes. By the time you 
finish the letters on side two, you will be 
well on your way to mastering 'Two Hour 
Shorthand". 


RW) [Le if Write words as they 


sound (phonetically) using as few let- 
ters as are necessary for you to rec- 
Ognize and recall them. 


Look to the word for a cue. Try shortening 
by sound first. Then try an abbreviation of first 
and last or other combination of letters. 


Omit all unnecessary letters -- vowels and 
consonants -- keep only enough to clearly indicate 
the word. 


high Ait show saree 
low wae more 


though -G weigh 
through Wir write 
next mat book 
lake at give 


few fet knew 


/ 

The deciding factor is your ability to tran- 
scribe the word correctly. It is better to use an 
extra letter here and there than to risk the pos- 
sibility that you will not recognize the word, In 
Sune cases you may only be able to drop a single 
letter, but every letter you eliminate will contri- 
bute to a saving of time. 


PY RASS 


Here are some words broken down by sound 
alone: 
fa 


buyer wy easy HG. 


empty ant envy rit 
ecstacy AA tease we1 


phone fon 


energy .4 enter AU 


Most vowels at the beginning of a word can be 
omitted without loss of meaning. 


ask te even LUFT 
exact eC enough 
order Dan after fer 


Notice the fact that two of these examples 
Suggest other possible meanings; rdr might sug- 
gest radar, ftr might suggest fatter. Here con- 
text will help you recall the word. If there is any 
doubt that any shortened forms will be mistaken 
for each other, it is better to’add a vowel or two 
to clarify meaning. 


expensive frre 


Try converting the words on this page into 
shorter forms. Cover the center column, which 
contains our suggestions, while you write in your 
own short forms. Then, compare. See which you 
prefer. By all means, use the form that seems to 
have the best meaning for you. 


OUR YOUR 
WORD SUGGESTION | SHORT FORM 








because 

believe 

made et 

about ate 

ju er 
= es 
bought Mote 

laugh af, 

Simple mpl 


RULE 22 Use every letter of 


the alphabet and every number thatcan 
be clearly substituted for a word or 


syllable. 
Sounds like and 


Letter| used for these words 


o 


Sc p3 
: - 
: 


3 


¢ See, sea 


it. off 


= | OQ 
oq 
© 
@ 


—- 


eve, 1 
“dg” as in badge (baj) 


~~ Geen 0 
x 
ig) 
< 


] will, all 


am 


3 


n on, in, 
prefix en, in 


owe, oh 


Oo 


p 

quite, quiet 
r are, our, or, hour 
S is, as, yes 





ct 


tea, tee, it 


c 
< 
‘e) 
c 


< 
Oo 


5 


Dg ask, ax 


y why 


N 


also used 
for 


by 


did 


go 


have, has 


keep 


me, mine, 
may 


no, not 
ought 


put 


in place of 
qu 


she 


the 


with, what, 
want 


prefix ex 


is, was, as 


Only 4 numbers help us in shortening words. 
They are: 


1 one, won 

2 too, to 

4. fore, for 

8 ate (verb and suffix) 


The number 3 can be uSed as a substitute for 
“tree” and 9 can be used as a suffix in such a 
word as canine (k9) but these instances are rare. 


Here are some examples using combinations 
of the foregoing: 


before uf & 
freight f8 
create Crk § 
crate Cr § 


accommodate Comow 
late 48 


tool 22 
into Pe a 
forward Yura 
forget tgt 
innate AU8 


When numbers are used as numbers, and 
there is any possibility of doubt, underline the 
digit. In this way you will always know it is to 
be read as a number rather than a word. Clarity 
and personal preference should determine your 
choice. If the meaning is clear, it won’t be 
necessary to underline. 


some of these words are written in longhand 
because rules regarding their shortening have 
not been discussed at this point. 


P cen 28 apts 


A 4190 2 Gv Lie 22 vm. 


RULE 33 The context of a 


sentence determinesthe correct mean- 
ing of a word, 


By this time you may have noticed that one 
shortened form serves for several words. The 
context -- the way a word is used in a particular 
sentence -- always helps you to recall its proper 
meaning in that sentence. 


2 Hour Shorthand depends on context, there- 
for eliminates the need to remember many rules 
and countless unnecessary forms. Since a word 
may have many meanings, even if written out in 
full, the way it is used in a sentence reveals its 
particular meaning. For instance, be and bee, 
though abbreviated by using the alphabet letter, 
would never be confused in context. 


For a shorthand system to be truly effective, 
the translation must be just as fast as the origi- 
nal note taking. Therefore, if there is any doubt 
at all about a word, use more letters. Use as 
many letters as you need for you to recall the 
word. 


In 2 Hour Shorthand, personal preference is 
most important as it is you who will have to read 
back your notes, and 100'%, accuracy is always to 
be desired. 


Transcribe the following sentences. Notice 
that meanings remainclear even though the same 
letter groups are used for different words. 


EXAMPLES 


Wee ee a a 


A pord £ m2 t Loup 


Cie a AL sorpethy © 


GaAuU o dunce? 


IRAULIE oy Use all standard 


and familiar abbreviations but omit 


periods, 


EXAMPLES 


pound 

dozen 

ounce 
department 
street 

New York City 
hardware 
horse power 


revolutions 
per minute 


miles per hour 
approximate 
hour 

year 


information 


editor 
boulevard 
balance 
memorandum 
ultimate 

paid 

free on board 
bill of lading 


railroad 


Accounts receivable 


Accounts payable 


petty cash 


Cash on hand 


SEE PRN ESS 


SENAY 


SEAERS 


Ae 
RR 
a/7e 
a/P 
foe 
CH 


End of the month ECHL times, multiply < 
Rhode Island Fel number aE 
(and all state abbreviations) ‘tee 
undre C.. 
road Ad 
thousand M 
bookkeeper Aker 
Left i 
insurance Eiger ; 
Right R 
elevated LL 
North, South, etc, NSEW 
compan co- 
ee plus ag 
corporation Cot 
: equals = 
incorporated ahd 
divide = 
first, second, etc. /44¢, 2mre 
angle a 
each Ca 
amount Qomt 
EXAMPLES 
Use regular punctuation marks as you would 
normally. They are so short in themselves that € pe a Mefar @ 2m 
no further abbreviation is advisable. 
They may be used to indicate the words they 
represent, however, as: A Am $n & arte 
question e 
exclamation | I mncDotah 4A occ2nan™m ck 
period 
quotation ” 


Romp saz g WV 


We shallhave further use for the period later. 


Ath t RR mstd v F949 


Use all familiar symbols. 


dollar, dollars (money) ¥ 


cent, cents, sense, scent gf fo ae fe A Cr, Crt 4 pom 

paragraph q 

per cent eo T I pt 

te Mtdg 4 dind @ abd 2 4ife 
“ 


[RU L/S SS Abbreviate common 


prefixes and suffixes, Separating them 
from the rest of the word by means of 
a long loop will make for easier tran- 
Scribing, 


Since so many of our common words are pre= 
ceded by a prefix (like un, in, pre, com, etc.) or 
followed by a suffix (like ing, tion, ate, ant, EC.) 
much time can be saved if we adopt an arbitrary 
convention for expressing them. In this, how- 
ever, we should always be guided by common 
Sense and personal preference. 


Once the prefix or suffix has been decided 
upon, Separate it with a long loop from the rest 
of the word, thus: 


decide d ciel compose ge 


EXAMPLES 


con, l CL 


com | 


= o 

sub | atta 

a. 
‘yee co 
} 


be 


2 


re 


aty 


ity 


ate 


able 
ible 


ant 
ent 


unt 


tion 


ing 


ed 
id 


tice Ja 


a a ee 
a — —~ —— SS ee” SS See’ 


er, 


or, ee 


ar 


. 


a a ~ < 


ance, 
ence 


ally, 


= 


ely, 


as 
es 
is 

Os 


us 


Here are some examples of words using both 


prefixes and suffixes: 


decided 
promotion 
personal 
describing 
convention 


singing 


o_<iel ol 
Janet 
fint 
Lscrl—g 


Cort 7 


mee 


Here is another list of words illustrating this 
rule. Cover our suggestions as you make your 
own abbreviations, Although personal preference 
should determine your choice, we believe most of 
your abbreviations will be the same as ours. 


SUGGESTED YOUR 
WORD SYMBOL SYMBOL 

community 

delivery 

integrate 
commercial 

infallible 

injection nfpR—- 

equality 
remembrance | embrne | 





smoker ease a 
covered 
muSically 
creatively or g_aty 
rnning 
imagine 
attendance 
predominate 
involuntary 
intelligence 
controlling 
redouble 
infection 


PRACTICE 


RULE S Make permanent 


abbreviations to suit your own partic- 
ular requirements. 


Abbreviations (short forms or briefs) are 
arbitrary conventions for expressing longer 
words. Since each business and profession has 
its own special vocabulary, short forms for the 
more common expressions are most desirable, 
and save considerable time. 


Such short forms as 2 Hour Shorthand advo- 
cates are based on common Sense and need little 
or no explanation. The user should feel free to 
devise short forms of his own and to make use of 
abbreviations to fit his particular requirements. 


For example: The weather bureau uses N for 
North, S for South, E for East and W for West. 


A refrigerator dealer might use these same 
letters as follows: N for Norge, S for Surburban, 
E for Ever-Ready and W for Westinghouse. 


A lawyer, on the other hand, might use them 
in quite another way, viz: N for nol prosse, S 
for Subpoena, E for Enter in the docket for court 
action, and W for Writ. 


A secretary would Shorten all cliches, such 
as “sincerely yours” to sy, “yours truly” to yt, 
etc. 


This flexibility of 2 Hour Shorthand, this 
adaptability to your own particular needs and re- 
quirements, underlies its universal acceptance 
by people who wish to be able to write faster but 
do not wish to burden themselves with compli- 
cated shorthand systems that demand lengthy 
intensive learning and continuous practice and 
use. 


The rest of this space has been set aside for 
you to write in the words that continuously appear 
in your business or personal writing. List them, 
abbreviate them, then use those abbreviations, 


WORD FORM WORD FORM 


10 


WORD 


FORM WORD 


FORM 


RU) Le U/ Find other ways for 


shortening commonly used words, In- 
vent your own personal short forms. 


Try simple symbols. 


Up to this point we have been concerned 
merely with the elimination of letters, and you 
have seen how such abbreviating can shorten 
writing time. We now want to introduce you to a 
few simple symbols, much like those used in 
complicated shorthand systems, but far simpler 
to learn and remember. 


The addition of these symbols -- which you 
need not accept or use -- is part of our overall 
plan of touching on all the best short cuts and 
adapting them, when possible, into a workable and 
easy-to-learn plan. To show you how effortless 
this can be, let us give you a few examples: 


Crossing the t involves an extra action. We 
urge you, therefor, to learn to write the t with- 
out the cross bar, thus: AA 


This may be written as ts (with or without 
the cross bar) l. 


That can be written as _70( 


Variations are strictly up to you, and it is 
better to use the form that comes most naturally 
even thoughit might involve an extra stroke. For 
instance, a simple dash - representing the cross 
bar itself could be “the” and “it”. 


Following this line of reasoning, y might be 
written merely as a downstroke of the last letter, 


thus: 
reply Apt cry 


Since “a” is one of the most used words, (as 
you will see in RULE 8) we suggest you write it 
as a period. You will find that it will not be con- 
fused with this punctuation mark. We suggest a 
diagonal bar / to indicate the end of a sentence. 


ie Ge 


The word “so” might be written as an s with 
the o in the middle. S 


In RULE 2 you noticed that the letter “z” is 
suggested for “is” and “was”. To tell the differ- 
ence between the two, “is” (the shorter word) may 
be written thusly Z (shorter svmbol); “was” the 
longer word could be signified as a go written 
normally with a tail. 


Words that end in “id” or “ed” can be indicated 
with some sort of simplified ending such as this: 


loved £,—7 revealed -z271_7 


Other words ending in “tion” or “ing” might 
be shortened this way: 


Jet _, (ing) vo— (tion) 


The important thing is to pick one of these 
_ Suggestions or make up your own for each prob- 
lem and then use it. 


1] 


RULE Learn these short 


forms for the 10 most used words in 
the English language, or invent your 
Own substitutes. 


Notice that the first listing consists of only 
10 words. These important 10 words constitute 
almost one-fourth of all written matter. There- 
fore, if you make up a permanent abbreviation or 
symbol for each, you will be saving time on about 
twenty-five per cent of everything you write. 


Notice alsothat you are already familiar with 
most of these words due to similarity to alphabet 
sounds and from preceding rules. 


SUGGESTED YOUR 
W ORD SYMBOL SYMBOL 
a aes a 
: 
and a & 
to a 
i Ae te 
is = 
I | 

EXAMPLES 


[RUILIE © aaa these 40 ab- ger Oe 
breviated forms to your shorthand or Se 
vocabulary to cut time on 50% of your ane Been 
writing. 
7 So A 
This next group of 40 words, combined with wee te. 
the 10 preceding words, make up one half of prac- bois Se 
tically all written English. These words -- by there Ar Ane 
actual count -- constitute approximately 50% of aed Ay 
everything you read in newspapers, magazines, y y 
books, etc. Learn the short forms for these 30 ; 
words well. They area major device for short- this 
ening your writing time. very 
SUGGESTED YOUR was 
WORD SYMBOL SYMBOL 
ve 
all 
are 


EXAMPLES 


L- oft em fr fapor 


L every 


i xm y — dang tat 


KO. ponck Anely tA 
i ge And 2— fol? 


my 


Tl mm 27 pet ta Le 


not 


ALEMRPPRARSL SOP 


on 


| eS ang Ka Lbmmnstr 


12 


RU Ls © Keep this index of 


the next 150 most uSed words near by 
until you have a fair understanding of 


their short forms. 


The authors have compiled this list from 
general usage as found in newspaper writing, fic- 
tion, conversation, etc. in order to give you the 
best possible ground work for building your own 
shorthand system. Naturally, many words which 
might be termed borderline cases had to be elim- 
inated. Actual word count indicated that these 
were the most used words, Had we compiled our 
list from business letters alone, the word “dear” 
would have had to be included. In general usage, 
however, it is not an important word. 


It is not our intention to have you memorize 
these short forms, for small as this list is, that 
would constitute a chore. By keeping this index 
near you, and referring to it whenthe need arises, 
you will become acquainted with them quickly 
enough. Most of these short forms are based on 
common sense principles taught in the earlier 
rules and therefore willneedno special attention. 


Again, space is provided for your own short 
form. 


SUGGESTED Y OUR 
WORD SYMBOL SYMBOL 
about 
above 
after fr af 
again ll Spe 
against 
almost 
already 
: 
another 
anything 
because | 


13 


WORD 
before 


being 
believe 
best 
better 
between 
big 
bring 
call 
came 
can 
come 
could 
course 
did 

do 
does 
don’t 
down 
during 
each 
enough 
even 
far 
feel 
few 
find 
full 
get 
give 
given 


glad 


SUGGESTED 
SYMBOL 


Lute 


i 


| 


ape sa 


. 
RQ 


ree 
= 


PATRAS 


YOUR 
SYMBOL 








however 
into 


its 


man 


many 
may 
men 
might 
more 


most 





SUGGESTED 
SYMBOL 


YOUR 
SYMBOL 


14 


WORD 


much 
must 
never 
new 
next 
nice 

no 
nothing 
now 
off 
only 
other 
our 
out 
over 
own 
people 
place 
possible 
put 
really 
right 
said 
same 
say 
see 
seem 
several 
small 
should 
Since 


some 


SUGGESTED 
SYMBOL 





YOUR 
SYMBOL 


SUGGESTED YOUR SUGGESTED YOUR 


WORD SYMBOL SYMBOL WORD SYMBOL SYMBOL 

such wish Abe 

suppose without: <| <7 * 43 

= ie 

nee vides shahedags wr ahondlehood geomet’ 

then total of 200 of the most used words in the English 
) language. 

think WORD FORM | WORD | FORM 

through ee 

today 2datda Sos eS: 

: iG Ss 

ae on coe ae Set 

en Sek Se ae 

way aes ERE Hes 

well Sra nS Bi 

= Eas ES Be 


15 


ce \ igor 
47 sug Sit Ktr-b 


| / Dee 
a Den AT} AL tprlee_ 4 LtLb> 
CY 


a oo 


At the beginning, be sure to transcribe your 
shorthand as soon as possible after taking it 
down. After a little practice, the forms will be- 
come familiar and transcribing will be easy days, 
even months later. 


During note-taking, do not spend valuable 
time tryingto figure out a short form of any par- 
ticular word. This system is designed to be 
learned quickly and for immediate use so it is 
far better to write the word out completely in 
such an instance. However, should you find a 
difficult word constantly cropping up in your 
writing then it would be wise to condense it for 
future use, 


Always stand ready to refine and shorten any 
short forms you are using. For instance, the 
word “this” evolved this way for one of the 
authors, 


KN (notice that the tail on the 
“s” has been eliminated) 


Then it was decided to eliminate the cross of 
phe “e7 


Ag (the cross of the “t” was 
taken away) , 


(finally the up stroke of 
ly the “t” was removed) 


WORD FORM WORD FORM 


< 


SU MMAR YW 





This refinement is especially important 
among the 50 most used words. 


Unlike other systems, we do not ask you to 
take special time to practice 2 Hour Shorthand. - 
If you take our suggestion to start using it today 
for all your writing requirements you'll have 
practice enough. Keep this book within reach 
until you get the idea, then toss it away. 


We have outlined a sensible, workable short- 
hand system, a system that can be learned in 
about 2 hours with a minimum of effort and al- 
most no memory or drill, yet one that will not be 
easily forgotten, 


By adapting this system to your personal re- 
quirements, you will be the owner of a powerful 
tool that should serve you for a lifetime. 


Now if you have only been browsing,turn back 
to RULE 1 and start learning. We know you'll be 
glad that you did. 


Good luck! 





WORD FORM WORD FORM 


